
AcqDemo Training 
 

Dial-In: 866-803-2146 
Password: 2108325232 

Pay Pool Administrator Training 

Fall 2012 



Training Audience and Expected Outcomes 

• Audience 
– Pay Pool Administrators 

 

• Training outcomes 
– Understand how to logon to CAS2Net 

– Learn how to move employees from transfer pay pool to correct pay pool 

– Understand how to create non-demo and demo supervisor user accounts 

– Learn how to establish the supervisory structure for a pay pool 

– Understand how to use CAS2Net reports 

 

10/9/2012 AcqDemo Training 2 



Agenda 

1. Login 

– CAC Login 

– ALTESS Single Sign-On 

 

2. Change Role 

 

3. View Employee Roster Report 

 

4. Modify/Delete Employee Record 

– Moving employees from one pay 
pool to another 

 

5. Creating Supervisory Structure 

 

6. Obtaining CAC EDIPI 

– Steps an employee needs to take 
to find their EDIPI 
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6. Create New Non-Demo Supervisor 

– Create Login ID for new Non-Demo 
Supervisor 

 

7. Assign Supervisor to an Employee 

 

8. Assign Employees to a Supervisor 

 

9. Replace Supervisor Assignments 

 

10. Reports 

– Supervisor Roster by Employee 
Report 

– Supervisor Roster by Supervisor 
Report 

– Part I, II, III 

 



Login 

• Access the CAS2Net site by going to the following URL: https://acqdemoii.army.mil 

• For initial login CAS2Net redirects to the ALTESS single sign-on site.  

• The Usage Policy screen is shown. 

• Click “I Agree” button to continue. 
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Login – ALTESS Single Sign-On 

• Click the “CAC Login” button  to sign-in. 
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Login – ALTESS Single Sign-On 
• Select one of your installed CAC digital certificates and click the OK button. 
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• If prompted, enter your CAC PIN. 

 



Successful Login Screen 
• CAS2Net successfully logs the user in and displays the Welcome Screen (this screen displays 

the “Welcome Screen” for a Full Access User). 

• The Navigation Bar is on the left and the modules listed depend on user role. 
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Change Role 
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• Click “Session Maintenance” from the Navigation Bar to change role. CAS2Net refreshes the screen to 
display the Session Maintenance screen. 

• To change role to a Pay Pool Administrator, select a name from the dropdown that corresponds with the  “Pay Pool 
Admin” User Group.  

• Click the “Change to Selected” button. 



Change Role 
• CAS2Net refreshes the screen to display selected Pay Pool Administrator Welcome screen.  
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• Session Maintenance screen displays the role you’ve temporarily changed to along with the “Revert to 
Self” button. 

• The top right  screen header now reflects the new role you have temporarily assumed.  You can also use 
the “Revert” hot link to change to back to your original role.  



Viewing the Employee Roster Report 
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• Click “Reports” from the Navigation Bar. CAS2Net refreshes the screen to display the list of reports. 
• Use the Employee Roster Report to print and review the list of employees assigned to your pay pool. Check 

to see if any demo employees are missing from your pay pool. If they are, they may be in “transfer pay pool”. 
 • Click the “Employee Roster” link from the reports list. 

 



Viewing the Employee Roster Report 
• CAS2Net refreshes to display the “Employee Roster Report” screen. 
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• Select your pay pool from the Paypool Selection dropdown. 

• Before the report is generated, you have the option to sort the data by Name, Office Symbol, or ID. Select the 
desired “sort by” radio button. 

• Click the “Generate” button. 

 



Viewing the Employee Roster Report 
• CAS2Net refreshes to display the Employee Roster Report. 
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Modify/Delete Employee Record: Transfer Pay Pool 
• Click “Data Maintenance” from the Navigation Bar. CAS2Net refreshes the screen to display 

the Employee Maintenance Menu. 
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• Select the “Modify/Delete employee record using query form” link. 

 



Modify/Delete Employee Record: Transfer Pay Pool 

• CAS2Net refreshes the screen to display the Look for Employee(s) screen (“search” screen). 

• Enter the information of the employee you want to find. 
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Modify/Delete Employee Record: Transfer Pay Pool 

• Scroll to the “Organization” section of the form and select “(transfer)” from the “Pay 
Pool Code” dropdown list. 
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Modify/Delete Employee Record: Transfer Pay Pool 

• Click the “Find” button (located at the top and/or bottom of the screen). 
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Modify/Delete Employee Record: Transfer Pay Pool 
• CAS2Net refreshes the screen to display a list of employees in the transfer pay pool. (This 

means the employee is waiting to be put into a pay pool and be given supervisor 
assignments) 
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• Select an employee you would like to modify by clicking on their “ID” number. 

• If you entered a name to search for, only people with that name will be displayed. 

 



Modify/Delete Employee Record: Transfer Pay Pool 

• CAS2Net opens a new internet browser window to display the Employee Detail Screen for 
the select employee. 
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Modify/Delete Employee Record: Transfer Pay Pool 

• Scroll down to the “Organization” section of the Employee Detail Form and select the “Pay 
Pool Code” dropdown list. 

• Choose the name of the pay pool you want to move the selected employee to. 
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Modify/Delete Employee Record 

• Click the “Update” button located at the bottom of the screen. 
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• CAS2Net displays the a message at the top of the Employee Detail screen indicating 
successful updates. 

• Click the “Close” button at the bottom of the Employee Detail Screen. 

* Generate the Employee Roster report from time to time to check your progress in cleaning 
up the pay pool database. 

 



Paypool Notices 

10/9/2012 AcqDemo Training 21 

including adding and deleting employees 



Creating the Supervisory Structure 
• Make sure you have added all non-demo supervisors and have assigned them the highest 

supervisory user role they will have 

– Pay Pool Manager (PPM) is highest (note that each pay pool can have only one PPM) 

– Sub-Panel Manager also called Supervisor 2 is the next highest 

– Supervisor 1 is the lowest level of supervisor 
 

• Note each level of supervisor can also act as lower levels of supervisor 

– PPM can be assigned as Sub-Panel Manager and Supervisor 1 

– Sub-Panel Manager can be assigned as Supervisor 1 
 

• You create your own sub-panels or sub-pay pools when you assign Sub-Panel Managers.  You will 
be able to download these into the Sub-Panel version of the CMS spreadsheet, which allows the 
sub-panel to review ratings, but does not allow them to assign payouts. 

 

• Make sure that you have created records for all non-demo supervisors and have assigned all 
supervisor roles before assigning supervisors to an employee or employees to a supervisor 
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Obtaining CAC EDIPI 

Steps Employee Needs to Take to Find 
Their EDIPI 
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Open ActivClient 

• Double-click the ActivClient icon in your Windows system tray 
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ActivClient  
• 10 digit EDIPI follows name in the title bar, but can not be copied. 
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• Double-click “Smart Card Info” icon. 

 



ActivClient (cont’d) 

• 10 digit EDIPI located in the User Name field, and can be copied 

• Copy and send to pay pool administrator to establish account 
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Create New Employee Record: Non-Demo Supervisor 
• Once you have the EDIPI, click “Data Maintenance” from the Navigation Bar. CAS2Net 

refreshes the screen to display the Employee Maintenance Menu. 
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• Select the “Insert New Employee Record” link. 

 



Create New Employee Record: Non-Demo Supervisor 
• CAS2Net displays the Add an Employee Record screen. 

• In Part 1 of the form:  

– Enter the first and last name along with the  made-up Social Security Number of the employee 
being added.   

– The fields in green are mandatory 

 

 

 

 

 

10/9/2012 AcqDemo Training 28 



Create New Employee Record: Non-Demo Supervisor 
• In Part 2 of the form: 
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– Scroll to the “Organization” section of the form to the “Paypool Code” dropdown list. Select the Pay Pool 
name in which you want to put your employee into. 

 

– Click the “Demo” checkbox to Uncheck and make the supervisor Non-Demo. 

 



Create New Employee Record: Non-Demo Supervisor 
• In Part 3 of the form: 

– Enter the user’s EDIPI in the provided text box. 

– Select desired User Group from list 

• Click the “Add” button at the bottom of the page 
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Create New Employee Record: Non-Demo Supervisor 
• CAS2Net refreshes the screen to display a successful update. 

• Confirms record has been successfully inserted 
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Create a new Demo Employee Record 

• If you get a paypool notice about having to 
add a new employee, use the same process as 
for a Non-Demo supervisor except that the 
Demo box needs to be checked and you’ll 
need a real SSN 

– You’ll need to fill in all the data fields for an 
employee including career path, band, salary, etc. 

– This data is available from the paypool notice 
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Assign Supervisors to an Employee 
• Click “Data Maintenance Menu”. CAS2Net refreshes the screen to display the Employee 

Maintenance Menu. 
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• Select the “Assign Supervisors to an Employee” link. 

 



Assign Supervisors to an Employee 
• The Assign Supervisor to an Employee screen is displayed. 
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• Select an employee’s name from the dropdown list. 

• Any supervisor can be labeled as a Center Senior Functional (CSF).  Appraisals for employees 
assigned to an CSF are read only. 

 



Assign Supervisors to an Employee 
• CAS2Net refreshes the supervisor dropdown lists to display the selected employee’s current 

supervisors. 
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• Select the desired supervisors to assign to the selected employee using the provided dropdown 
lists. 

• To undo selections made, and view the current supervisor assignments, click the “Reset” button. 

• Select the desired supervisors to assign to the selected employee and click the “Assign” button. 



Assign Supervisors to an Employee 
• Once you click the “Assign” button, CAS2Net displays the following message : “Supervisor(s) 

successfully assigned.” 

• If no supervisor assignments have been changed and the “Assign” button is clicked, the 
following message is displayed: “No supervisor changes made.” 

• Note that you need to be an above pay pool superuser to assign supervisors who are in a 
different pay pool than the employee. 
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Assign Employees to a Supervisor 
• Click “Data Maintenance” from the Navigation Bar. CAS2Net refreshes the screen to display 

the Employee Maintenance Menu. 
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• Select the “Assign Employees to a Supervisor” link. 

 



Assign Employees to a Supervisor 
• The Assign Employees to a Supervisor screen is displayed. 
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• Select a supervisor name from the dropdown list and select the supervisor role you want to 
assign (first level, sub-panel, CSF, or pay pool manager). 

 



Assign Employees to a Supervisor 

• CAS2Net refreshes the screen to display 
a list of employees reporting to the 
selected supervisor.  
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• To sort the list of employees by Name or 
Organization, select the “Name” or 
“Org” radio button. 

• Click the check boxes next to employee 
name(s) of those employee(s) you want 
to assign to the selected supervisor. To 
assign all employees listed, click the 
“Check/Uncheck All” checkbox. 

• To undo selections click the “Reset” 
button. 

• To submit selections, click the “Submit” 
button. 

 

* Note: to view employees under the 
selected supervisor in a different level 
of supervision, select the desired radio 
button. 

 



Assign Employees to a Supervisor 
• Verify the selected employees have been assigned to the supervisor. 
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• Repeat for each supervisory role held by the selected supervisor by clicking on each of the levels 
of supervisor radio buttons. 

 



Replace Supervisor Assignments 
• Click “Data Maintenance” from the Navigation Bar. CAS2Net refreshes the screen to display the Employee 

Maintenance Menu. 
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• Select the “Replace Supervisor Assignments” link. Use this option when a supervisor is replaced by another 
person. 

 



Replace Supervisor Assignments 
• The Replace Supervisor Assignments screen is displayed. 
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• Select a supervisor name from the “Original Supervisor” dropdown list. 

 



Replace Supervisor Assignments 

• Select which level of supervision you 
want to replace assignments for the 
selected supervisor. 
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• Select the name of the supervisor you 
want to replace assignments with 
from the “Replacement Supervisor” 
dropdown. 

• To clear selections, click the “Clear” 
button. 

• To submit changes, click the 
“Update” button. 

 



Replace Supervisor Assignments 

• CAS2Net displays a message 
indicates the number of successful 
replacements between the two 
selected supervisors. 
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Appraisal Status and Lock 



On/Off  Button 



Importing Data from Offline Interface 





Downloading Employee Data 



Importing to SubPanel Spreadsheet 



Reports 
• Click “Reports” from the Navigation Bar. CAS2Net refreshes the screen to display the a list of 

reports. 
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• To show the supervisors assigned to each employee, select the “Supervisor Roster by Employee” 
reports link. 

 



Reports 
• CAS2Net refreshes the screen to display the Supervisor Roster by Employee Report Generation 

Options. 
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• Select a pay pool from “Paypool Selection” dropdown.  

• Click the “Generate” button.  

 



Reports 
• CAS2Net generates the 

report in PDF format. 
 

• Report displays the list 
of employees in the 
selected pay pool along 
with their assigned 
supervisors. 
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Reports 
• Use the Supervisor Roster Report to review the supervisory structure of your pay pool. 

• Click “Reports” from the Navigation Bar. CAS2Net refreshes the screen to display the list of reports. 
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• Select the “Supervisor Roster by Supervisor” reports link. 



Reports 
• CAS2Net refreshes the screen to display the Supervisor Roster by Employee Report Generation 

Options. 
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• Select a pay pool from “Paypool Selection” dropdown.  

• Click the “Generate” button.  

 



Reports 
• CAS2Net generates the 

report in PDF format. 

 

• Report displays the 
breakdown of the 
supervisory structure for 
the selected pay pool. 

 

• This report is essentially a 
wiring diagram for the 
organization displayed 
horizontally rather than 
vertically. 
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Reports 
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Report Options 
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Report Option: Part I 
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Reports 
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Report Options: Part II and III 

10/9/2012 AcqDemo Training 61 



Questions 

• Do you have any additional questions? 

10/9/2012 AcqDemo Training 62 


